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payroll information, and financial 
transactions and that contains his or 
her name, or the identifying number, 
symbol, or other identifying particular 
assigned to the individual, such as so-
cial security number; 

(d) The term system of records means 
a group of any records under the con-
trol of the Board from which informa-
tion is retrieved by the name of the in-
dividual or by some identifying num-
ber, symbol, or other identifying par-
ticular assigned to the individual; and 

(e) The term routine use means, with 
respect to the disclosure of a record, 
the use of such record for a purpose 
which is compatible with the purpose 
for which it was collected. 

§ 1301.3 Procedures for requests per-
taining to individual records in a 
record system. 

An individual shall submit a request 
to the Budget and Administrative Offi-
cer of the Board, Suite 430, 1030 Fif-
teenth Street, NW., Washington, D.C. 
20005, in person or in writing, to deter-
mine if a system of records named by 
the individual contains a record per-
taining to the individual, or if the 
Board maintains any systems of record 
which pertain to the individual. The in-
dividual shall submit a request to the 
Budget and Administrative Officer of 
the Board which states the individual’s 
desire to review his or her record. Indi-
viduals who require assistance in iden-
tifying systems of record, or in pre-
paring requests identifying systems of 
record for access, or who need assist-
ance in requesting amendments, may 
address such requests to the Budget 
and Administrative Officer of the 
Board, Suite 430, 1030 Fifteenth Street, 
NW., Washington, D.C. 20005. 

§ 1301.4 Times, places, and require-
ments for the identification of the 
individual making a request. 

An individual making a request to 
the Budget and Administrative Officer 
of the Board pursuant to § 1301.3 shall 
present the request at the Board of-
fices, Suite 430, 1030 Fifteenth Street, 
NW., Washington, D.C. 20005, on any 
business day between the hours of 9 
a.m. and 5:30 p.m., or in writing. The 
individual submitting the request 
should present himself or herself at the 

Board’s offices with a form of identi-
fication which will permit the Board to 
verify that the individual is the same 
individual as contained in the record 
requested, such as a valid driver’s per-
mit, employee identification card, or 
Medicare card, or a signed statement 
from the individual asserting his or her 
identity and stipulating that he or she 
understands that knowingly or will-
fully seeking or obtaining access to 
records about another individual under 
false pretenses is punishable by a fine 
of up to $5,000. If the individual seeks 
access by mail, the Board will require 
similar identification as required of 
those persons requesting access to 
records in person, or by identifying 
data such as name, date of birth, or 
system personal identifier (if known to 
the individual). Requests for access to 
systems of record will be acknowledged 
within ten days of receipt. The ac-
knowledgement will indicate whether 
or not access can be granted and, if so, 
that it will be within a 30-day period 
unless, for good cause shown, the Board 
is unable to do so. 

§ 1301.5 Disclosure of requested infor-
mation to the individual. 

Upon verification of identity either 
in person or in written form to the 
Budget and Administrative Officer of 
the Board, Suite 430, 1030 Fifteenth 
Street, NW., Washington, D.C. 20005, 
and in accordance with the identifica-
tion provisions of § 1301.4, the Board 
shall disclose to the individual the in-
formation contained in the record 
which pertains to that individual. The 
individual may be accompanied for the 
purpose by a person of his or her choos-
ing. Upon request of the individual to 
whom the record pertains, all informa-
tion in the accounting of disclosures 
will be made available. If, for any un-
foreseen circumstances, or in an un-
usual situation when it may be nec-
essary to deny a person access, the in-
dividual will be advised of the reasons 
therefor, and his or her right to judi-
cial review under 5 U.S.C. 552a(f)(4). 

§ 1301.6 Access to the accounting of 
disclosures from records. 

The Privacy Act requires that with 
some limited exceptions individuals 
may request access to a list of those to 
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